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FOREWORD

Our ability to control records has not kept pace with our ability to create them. We
use typewriters that give us multiple copies, duplicating machines that turn out
reams of copies in a day, and data processing equipment that produces tremendous
quantities of paper in the form of listings and reports. These developments have
accelerated the accumulation of records and highlighted the need to provide for
their systematic disposition when they have outlived their usefulness.

To meet this need, a State Task Force was formed in September 1971 to develop
effective techniques for the retention and disposition of Maryland public school
records. This reference manual documents the results of the task force’s efforts and
represents the first step of an ongoing program to standardize records management
procedures among the local education agencies of the State of Maryland. In order to
make this program a success, it is essential that each local education agency
designate an official to coordinate the implementation of the procedures outlined in
this manual.

My appreciation goes to the State Task Force on Records Retention and Disposition
for its assistance in the preparation of this manual, to the staff of the Maryland Hall
of Records for their guidance, and to local superintendents for their cooperation.

James A. Sensenbaugh
State Superintendent of Schools
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Local Local
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John G. Freudenberger

Gilbert E, Miller
Robert J. Johnson
*James W. Jacobs
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*Task Force Co-Chairmen (Selected by Members)
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Melvin L. Self, Consultant In Special Projects, Division of Research, Evaluation, and Information

Systems
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SECTION 1. INTRODUCTION

The purpose of this reference manual is to provide guidelines and standards to the Maryland public
school systems for the establishment of effective records retention and disposition programs. These
guidelines, developed by the State Task Force on Retention and Disposition of Maryland Public
School Records, are consistent with the legal requirements imposed by Article 76A, Public Informa-
tion, and Article 54, Hall of Records, of the Annotated Code of Maryland. (See Appendix A.)

Records management is a recognized discipline of increasing importance. It is concerned with the
creation, maintenance, protection, retention, preservation and disposition of records. The scope of a
records management program is illustrated in the diagram below.
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Adapted from Table in THE RECORDS OF A NATION by H. G. Jones
ATHENEUM, New York 1969

"Records retention and disposition management is one aspect of the total program. A records retention
schedule is a written plan for records retention and disposition; it identifies the time at which the
removal and disposal of records can take place.

This manual contains approved records retention schedules and suggestions for their implementation
by each local education agency (LEA). Records management techniques for electronic data processing
media, such as punched cards or magnetic tapes or disks, are not discussed in this manual. They will be
covered in a supplement to be issued at a later date.




INITIATING REVISIONS TO THE MANUAL

Changes to the contents of this manual require the approval of the Maryland State Department of
Education, the Maryland Hall of Records, and the State Board of Public Works. A suggested revision
should be forwarded by the LEA official responsible for the local records management program to the
Division of Research, Evaluation, and Information Systems of the Maryland State Department of
Education. This Division will evaluate the suggestion and will either unilaterally initiate procedures to
obtain the required authorization or will reconvene the State Task Force on Records Retention and
Disposition of Maryland Public School Records to obtain a consensus before proceeding. (The task
force includes representatives from each LEA.)




SECTION 2. THE RECORDS RETENTION SCHEDULE

For the purpose of this manual, all written or printed materials relating to the public school systems of
Maryland are categorized as either records or nonrecords.

RECORDS DEFINED

Records include any papers, correspondence, forms, reports, minutes of formal meetings, photographs,
films, sound recordings, maps, drawings or other documents regardless of form or characteristics that
are made or received by public educational agencies of the State of Maryland in the transaction of
public business.

Permanent records are those of enduring administrative, legal, financial, historical (archival) or
research value and consequently should be retained indefinitely. They may be active or inactive,
but are not disposable.

Disposable records include records which reach a point of inactivity and are of no further
administrative, legal, financial or historic value; they may be disposed of after the retention
/ period specified in the records retention schedule has elapsed.

o
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NONRECORDS DEFINED € Rzay,'wcvuddq

Nonrecords include extra copies of records and/ﬁ\copies of books, magazines, newspapers, bulletins,
and gther\))ibrary or museum materials made or acquired for reference or exhibition purposes, stocks
of publications, acceptance or refusals of invitations or other personal business of public officials. In
addition, nonrecord status has been extended to include letters of transmittal, routing slips, temporary
administrative materials such as suspense (draft) or convenience copies, and stenographic notes that
have been transcribed. '

RECORDS RETENTION SCHEDULE DEFINED

Nl HUDE .
The records retention schedule is the authorityAfor the disposition of records. The schedule consists of
a list of records, with or without description, and an indication of the length of time (retention
period) that must elapse before disposition may take place.

DISPOSITION OF RECORDS

The laws of the State of Maryland require that records be kept a minimum of three years. Schedules
for the retention or disposition of records and nonrecords such as appear in the schedule in this
manual, m_ug_b_e_g_gp’rﬂed_by_tha_yl_grllgd State Department of Education, the Hall of Records, and
the Board of Public Works. ' '

/EASON FOR INCLUDING NONRECORDS IN RETENTION SCHEDULES

Both records and nonrecords require storage space. Masses of inactive nonrecords create the same
problems as quantities of active records. A systematic approach to the retention problem requires the
consideration of both types of materials.




STRUCTURE OF THE RECORDS RETENTION SCHEDULE

All completed forms or other documentation prescribed by the Maryland State Department of

Education for use by local education agencies are categorized as either records or nonrecords. Each

LEA must classify its own locally devised records and other material as either record or nonrecord in
4’ {) accordance with the guidelines and definitions in this manual. To ensure an effective records retention
A Nx*f\(‘qand disposition program, both records and nonrecords must be included in the schedule.

[\
\}N"\?(('Y/ The records retention schedule in this manual is divided into two parts:
- Q
° -
\M)\}wo\“Part 1. Records Prescribed or Required by the Maryland State Department of Education (MSDE)
Wy
_ This part of the schedule lists all reports and records prescribed by the Maryland State

Department of Education for use by the LEA or for communicating information to MSDE.
The records in Part 1 are arranged by the operating unit within MSDE that prescribes the
reporting form or to which the LEA sends a particular report or record. Part 1 sets forth the
disposition schedule to be implemented by all local education agencies.

Part 2. Records Peculiar to a Specific LEA

Because titles, formats, and contents of records vary among the LEA's, this part of the
schedule provides a model to be used by the LEA in constructing its own schedule for
disposition of local record and nonrecord material.




SECTION 3. IMPLEMENTING THE RECORDS RETENTION AND DISPOSITION PROGRAM

IN THE LEA

Each LEA should designate an official to coordinate the activities relating to records retention and
disposition. Responsibilities will include:

1.

©

10.

11.

12

13.

Developing methods and procedures for implementing the records retention and disposition
schedule at the local level.

Identifying those records and nonrecords that should be treated as confidential. )
Formulating a local retention schedule, using Part 2 of the schedule in this manual as a
model, and submitting updated schedules biennially to the Assistant State Superintendent,
Division of Research, Evaluation, and Information Systems, Maryland State Department of
Education.

Publicizing the program within the LEA, providing directions for implementing the
program, and setting achievable goals for the disposition of the backlog of accumulated
inactive records.

Developing methods for storing and destroying material.

Periodically (at least annually), publicizing the need for school principals and department
heads to check existing records and nonrecords against the retention and disposition

" schedules and to dispose of inactive material according to the provisions of the schedule.

Checking to see that the provisions of the schedule are being followed and that the
destruction or other disposition of records and nonrecords is properly recorded.

Filing CERTIFICATE OE_RECORDS DISPOSAL with the Maryland State Department of

Education. (See form on page 6.)
When necessary, informing MSDE of needed changes to this manual.
On request, interpreting the schedules and procedures to LEA personnel.

Recommending necessary steps to ensure the preservation of records with long retention
periods.

Suggesting filing procedures to facilitate disposal of records.

Determining the appropriateness of the use of microfilming as a means of conserving space
and insuring security of records. (See Section 4, below.)
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MSDE FORM REIS 074-1  12/72 RETENTION SCHEDULE NO. 582

CERTIFICATE OF RECORDS DISPOSAL
MARYLAND PUBLIC SCHOOL SYSTEMS (LEA's)
Local Education Agency submit in duplicate to the Division of Research, Evaluation, and

Information Systems, Maryland State Department of Education, P.O. Box 8717, Friend- Reporting LEA
ship International Airport, Baltimore, Maryland 21240

Maryland State Department of Education will forward original certificates to
HALL OF RECORDS COMMISSION
STATE OF MARYLAND

Division of Reporting LEA

Number Method of Disposal
of Inclusive Date SHRED — SH
Index Item Form Each Dates of Records of 8URN — BN
Number Number Number Brief Description of Records Record Disposed of Disposal BURY _E
1.1.E 10 BWP-24 Sponsor's Invoice 129 6/30/65 - 7/15/69 |8/30/72 BN
1.1.E 2 N-A NDEA Act Title ITI 79 4/5/64 ~ 8/5/68 8/30/72 BY
1.2.A 1 CA~C~19 Recommendation Form 34 2/1/62 - 4/9/68 8/30/72 SH
LEA 452 32-753 Petty Cash Verification 270 3/5/66 - 10/1/68 8/30/72 SH
..... e et s EXAMPLES b e
(o))

Enter estimate of total cubic footage of records disposed of on last page only of certificates submitted

cubic footage

| hereby certify that the above listed records were disposed of as indicated.

Signature Title Date




EXTRA COPIES OF RECORDS

Frequently copies of records are maintained at more than one location within an LEA. One or more
copies of a record may be on file at the central office and additional copies kept in the schools. The
following guidelines are provided for disposing of extra copies:

1.

Designate the Ioca,tion of the “record copy.’” This will usually be the central office. The
disposition of the record copy is governed by the retention schedule in this manual.

Identify the other copies as ‘“‘nonrecord copies.”” The disposition of the nonrecord copies is
governed by the LEA’s retention schedule.

GENERAL CONSIDERATIONS

1.

No statement in the manual shall be construed to authorize the destruction of records that
have been in custody for less than three years or for such other period or condition that
may be expressly required.

Public school system records or series of records that are subject to audit must be retained
until such time as reports of the audit have been received and accepted by the appropriate
officials or the retention period has been satisfied, whichever is longer. As some records are
subject to more than one audit or are audited by more than one agency, all audit
requirements must be satisfied.

The records of discontinued schools remain the responsibility of the LEA and are governed
by the same schedules as those issued for the records of existing schools.

All questions relating to the contents of this manual should be directed in writing to the
Assistant State Superintendent, Division of Research, Evaluation, and Information Systems,
Maryland State Department of Education.




SECTION 4. PHOTOGRAPHIC AND OTHER REPRODUCTION METHODS

One of the options open to a local education agency to reduce its storage problem and to increase its
file security is to microfilm certain of its records, or to use some other approved method of
photographing or photocopying. Microfilming can reduce storage requirements well over 90 percent, if
original records are destroyed after microfilming,

The original records may be destroyed once they are microfilmed in accordance with standards
established by the Maryland Hall of Records. It should be noted that records listed in the schedule as
having a “‘permanent” retention period can be destroyed after microfilming.

The microfilming of all records usually cannot be justified from the standpoint of economy. Records
with short retention periods can usually be stored more economically as originals and then destroyed
on schedule.

Sample targets, certificates, and other forms and materials suggested by the Hall of Records for use in
a microfilming program are included in Appendix B. They may be adapted for local use.

EFFECT OF ORIGINALS; ADMISSION IN EVIDENCE

Photographs, photocopies, or micrographs of any records processed as prescribed, shall have the same
force and effect as the originals would have had, and shall be treated as originals for the purpose of
their admissibility in evidence. Certified or authenticated copies of such reproductions or enlargements
shall be admitted in evidence equally with the original photographs, photocopies, or microphoto-
graphs. {(From Annotated Code of Maryland, Article 54, Section 11b.)



SECTION 5. PROCEDURES FOR DESTRUCTION OF RECORDS

Records scheduled for destruction should be assigned to the following categories and destroyed as
indicated:

1. Confidential records — shred or burn under the supervision of the staff member responsible
for the records or his designee.

2\/\9’” other records — dispose of as wastepaper, burn or bury (landfill). Supervision is not
required.

After records have been destroyed, the CERTIFICATE OF RECORDS DISPOSAL, MSDE Form No.
REIS 074-1 (12/72) (See page 6), must be sent in duplicate to the Maryland State Department of
Education; Attention: Assistant State Superintendent, Division of Reséarch, Evaluation, and
Information Systems.




SECTION 6. TRANSMITTAL OF RECORDS TO THE MARYLAND HALL OF RECORDS

The LEA’s will provide suitable storage space for records, except in those rare cases in which records
are determined to be of archival quality by the Hall of Records and are accepted for deposit in the
State Archives. The Maryland State Record Centers do not have adequate space to accept records from
LEA's for storage.

Each LEA is encouraged to preserve and make available for legitimate purposes original copies of
documents of local historic significance.
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RECORDS RETENTION AND DISPOSITION SCHEDULE

PART |

RECORDS PRESCRIBED BY THE MARYLAND STATE DEPARTMENT OF EDUCATION







